Chapter 6
PAYMENT OF PERSONNEL

Chapter Overview

I ntroduction The objective of this chapter isto provide aconcise, user friendly job aid for
understanding and executing the policies and procedures of the military pay system.
This chapter provides checkligts, guides, and information required to complete

these tasks.
In this chapter
Section Description See Page

A Notification of Pay 6-A-1

B Types of Payment 6-B-1

C Methods of Pay 6-C-1

D Payment of Inactive Duty Reservists 6-D-1
Payment of Personnel 6-1

(reverse blank)



Section A
NOTIFICATION OF PAY

Section Overview

I ntroduction This section provides you the information needed to understand how the member
€elects a payment method and the numerous ways the Coast Guard keepsthe
members informed of their individud pay.

In this section

Topic See Page
Pay Ddivery Method 6-A-2
Leave and Earnings Statement (LES) 6-A-3
Pay Notification for Member assigned to Deployed Cutters or 6-A-5
Oversead/Isolated Units

Payment of Personnel 6-A-1



Section A
NOTIFICATION OF PAY

Pay Delivery Method

I ntroduction Retirees, annuitants, recruits, and reservidts are required to have their pay ddivered
by Direct Deposit/Electronic Fund Transfer (DD/EFT). Active duty personnel
congdering any payment option other than direct deposit should be strongly
cautioned againgt doing 0. Direct deposit is the most efficient and reliable method
of pay ddivery. The posshbility of alost or stolen check is diminated with use of
direct deposit. If amember is on direct deposit and a pay delivery problem occurs,
HRSIC can normaly correct the problem and make payment within 48 hours.

Delivery Thistable shows the four different options for the election of pay ddivery.

Methods

Option | Method Description Restrictions/Notes

1 Mail check to | Check is mailed to member’ s permanent Active duty personnd

unit address | unit. When a departing PCS transaction only. This option must be
processes, the check will be forwarded to approved by the
the new unit. The member must submit a new | member’s Commanding
election within 15 days of reporting. Officer.

2 Accrueneta | A member may havether pay hed a Submit anew eection to
HRSIC HRSIC during PCS or extended leave/TAD | resume regular pay

periods. delivery.

3 Mail check to | Check ismailed to an address specified by | A PCS transaction will
anonwork the member. not affect this option. This
address option isnot available to

reservigts unless gpproved
by ditrict prior to
1 January 1993.
4 Direct Deposit | The member’'s pay is deposited into their Thisisthe safest and most
checking or savings account each payday via | convenient method of pay
Electronic Fund Transfer (EFT). delivery.

How to select a Complete anew CG-HRSIC 2015, Pay Delivery Worksheet (Enclosure (1) to this

pay delivery manual), and forward to the PERSRU whenever amember’ s payment option
method changes.
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Section A
NOTIFICATION OF PAY

Leave and Earnings Statement (LES)

Introduction

Description

Disposition

The Leave and Earnings Statement (LES) may be the most important document a
member receives and therefore must be well understood by administrative support
personnd to assst members when they have questions concerning their pay.

Block-by-block descriptions may be found on the reverse of the LES. A
comprehensve description is contained in “You and Your LES’, Appendix (F) of
thismanud.

Leave and Earnings Statement are didtributed as follows:
- For active duty members, except members assigned to detached OPFACS,

HRSIC (MAS) mailsthe Privacy Act copy of the LES to the member’s
permanent unit for delivery to the member. If LESsfor the entire unit are not
received by thefifth day of the following month, notify HRSIC (MAS) and the
PERSRU. If the LES for one member is not recaived by the fifth of the following
month notify the PERSRU.

- If amember istransferred before the LES is ddivered, the unit from which the

member departs forwards the LES to the new unit for delivery to the member.

- For reserve members, and members assigned to detached OPFACs, HRSIC

(MAYS) mailsthe Privacy Act copy of the LES to the member’s mailing address
(the address shown in block 22 of the LES). Reserve members not on active
duty, or members assigned to detached OPFACs, who do not receive their LES
by the fifth day of the following month, should contact their PERSRU.

- PERSRU copies of LESs are forwarded by HRSIC (MAS) to the member’s

PERSRU for review and filing in the PERSRU PDR. If the member has been
transferred, the PERSRU will forward the PERSRU copy of the LES to the
member’s new servicing PERSRU.

Continued on next page
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Section A
NOTIFICATION OF PAY

Leave and Earnings Statement (LES), Continued

Non-Computes Occasiondly, amember’s file may not meet the conditions necessary to compute
pay. When this occurs, the member will receive the LES for projected pay for the
month(s) the member isin a non-compute satus. The projected LES will only
reflect alotment deductions. When the file is corrected, the member will receive the
corrected LES for each month the file was in a non-compute status.

6-A-4 Payment of Personnel



Section A
NOTIFICATION OF PAY

Pay Notification for Members Assigned to Deployed Cutters or
Overseas/Isolated Units

Net Pay Advice Cutters and overseas/isolated units may receive mid and end of month pay

M essage information vianet pay advice message (NPAM).
(NPAM)
Requesting Eligible units must submit a one-time request to receive NPAMS.
NPAM . .
S - Reguests for NPAMs may be submitted by message or E-mail to HRSIC
(MAYS).

Once the request has been approved, the unit will receive NPAMSs on a continuous
basis. Thereis no need to submit a new request prior to each deployment.

Payment of Personnel 6-A-5



Section B
TYPES OF PAYMENT

Section Overview

I ntroduction This section explains the types of payments available to Coast Guard members and
the procedures to request special payments, advances and degth gratuity.

In this section
Topic See Page
Regular Payments 6-B-2
Specid Payments 6-B-3
Advance Payments 6-B-6
Degth Gratuity Payments 6-B-9
Retired Pay Projection Request 6-B-10

Payment of Personnel 6-B-1



Section B
TYPES OF PAYMENT

Regular Payments

I ntroduction A regular payment is a payment made by PMI1S/JUMPS based on the member’s
pay account. It is delivered based on the member’ s payment option election.

Pay periods Each month is divided into two pay periods. Approximately 10 days before the end
of each pay period, HRSIC computes the payroll based on PMISIJUMPS
transactions input by PERSRUSs.

Description A regular payment covers the amount of pay and alowances accruing to an account
during a semimonthly pay period. This payment also includes routine adjusments to
previous pay periods.

6-B-2 Payment of Personnel



Section B
TYPES OF PAYMENT

Special Payments

Background In addition to making regular semimonthly payments, HRSIC has the authority and
ability to make certain specid payments through the Department of Treasury.
Specid payments can be authorized in two ingtances:

Nonreceipt of pay - Member did not receive hisher regular semimonthly
payment, or received it but it was lost or stolen.

Significant pay shortage - Member’'s regular semimonthly payment was
ggnificantly less than it should have been, and the
member will experience a hardship if he/she mugt wait
unit a subsegquent semimonthly payment to recaive the

pay due.

Criteriafor A member may be authorized a specid payment if:

Fs)gf,cr;zms due  Memberison direct deposit, and the member has verified with hisher financid
to nonreceipt inditution that his’her semimonthly payment has not been received by the financia
of pay ingitution: or

- Member isnot on direct depost, and the member’ s semimonthly check either:
- Has not arrived within 5 working days after scheduled payday; or
. Was received by the member, but was lost or stolen before the member could
negotiate it.

Continued on next page
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Section B
TYPES OF PAYMENT

Special Payments, Continued

Criteriafor
special
payments due
to regular
semimonthly
payment being
significantly
lessthan it
should have
been

Nonr eceipt of
pay procedures

A member may be authorized a specid payment if he or she meets all of the
following 5 criteria

(1) The member isunderpaid $100.00 or morein his’her regular ssmimonthly
payment; and

(2) The pay shortage amounts to 10% or more of the member’stota pay
entitlements, and

(3) The member is not scheduled to receive the reimbursement of the pay shortage
in the next scheduled payday; and

(4) The pay shortage is causing the member to experience afinancid hardship; and

(5) The PERSRU has submitted documentation certifying the member’ s entitlement
to the additiond pay due.

Follow these procedures for claiming nonreceipt of pay.

When member’s
pay delivery is Thenthe.. |Doesthis...
Direct Deposit Member Noatifies unit admin office, provides the following:
- name and address of financid inditution.
- name and phone number of person to contact &t the
finandd inditution.
Unit Notifies PERSRU.
PERSRU Verifiesinformation and notifiesHRSIC (MAS).
HRSIC (MAS) | Makes specid payment via EFT if needed.
Continued on next page
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Section B
TYPES OF PAYMENT

Special Payments, Continued

Nonreceipt of
pay procedures

(continued)
When member’s
pay delivery is Thenthe... |Doesthis...
Check tounitor | Member Completes Nonreceipt Worksheet, CG HRSIC-2050
member’s home (See Endlosure (1) of this manud).
PERSRU - Veifiesinformation.
- NotifiesHRSIC (MAS).
- Forwards Nonreceipt Worksheet, signed by the member,
to HRSIC (MAS).
HRSIC (MAYS) | Recertifies check and mailsto correct address.

Significant pay  Follow these procedures for requesting a specid payment in pay shortage cases:
shortage

procedures Note: Specid paymentsfor IDT pay discrepancies are generaly not authorized but
may be considered on a case-by-case basis.

When member’s

pay delivery is Thenthe... |Doesthis...
sgnificantly less Member Notifies unit admin office that a specia payment is needed
then it should have to avoid afinancia hardship.
been
Unit Notifies PERSRU.
PERSRU - Veifiesthat al pay entitlements transactions have been

input into PMIS/JUMPS,
- Relays specid payment request to HRSIC (MAYS)
HRSIC (MAS) | Makes or authorizes specia payment if needed.

Payment of Personnel 6-B-5



Section B
TYPES OF PAYMENT

Advance Payments

I ntroduction This information has been provided to aid in determining what type of advances are
alowed, when they may be utilized, and how they will be liquidated.
Reference CG Pay Manual, Section 9-D, Advance Payments.
Rules Payment of advances must be made through PMI1S/JUMPS unless abonafide
emergency exists. Advance Pay may not be paid in cash.
Types of Use this table to choose which advance should be taken.
advances
Types Normally payable when ...
Pay - trangferring to anew permanent duty station (PDS).
- sarving on avessd which has a change of homeport.
. ordered to active duty (AD) of 140 days or more..
Pay and absent over at least one payday, and:
Allowance |- personnel aboard deployed vessels that are not on direct deposit
(1-3 paydays).
- personne under PCS orders not on direct deposit.
BAQ ad authorized for payment of:
VHA - advance rent.
- security deposits and/or.
- initid expensesincident to occupying other than government
housng.
OHA, in conjunction with assgnment outsde the U.S,, is authorized
Interim payment of:
Housing - advance rent.
Allowance, |- security depositsand/or.
and BAQ - initid expensesincident to occupying other than government
housng.
Continued on next page
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Section B
TYPES OF PAYMENT

Advance Payments, Continued

Amount Amount requested up to amaximum of three months:

payable . Advance pay.

- Advance pay and alowances.

- Advance BAQ and VHA.

- Advance OHA, Interim Housing Allowance, and BAQ - amount to be advanced
will be determined on the basi's of housing expenses and the authorized OHA,
interim housing dlowance, and BAQ.

Process Thisisthe process for payment of advances:
Step Who doesit Action taken
1 Member Submits appropriate worksheet (from enclosure
(1) of thismanud) to unit

. Submits Advances Workshest, or
- Submits PCS Departing Workshes, if

goplicable.
2 Unit Authorizes advance and forwards to PERSRU.
3 PERSRU Completes Advance transactions.

Liquidation Refer to Paragraph 9-D-4, CG Pay Manua for specific liquidation schedules. The
Advances Worksheet (CG HRSIC-2010, from Enclosure (1) of this manua)
provides agenera description of the liquidation process.

Continued on next page

Payment of Personnel

6-B-7



Section B

TYPES OF PAYMENT

Special Payments, Continued

Changesto Use this table to determine action needed to change liquidation schedule.
liquidation
schedules
When member Then
requests increase, monthly amount isincreased.
member requests decrease and decrease may be authorized by unit
liquidation period for advance pay will | commanding officer.
not exceed 24 months.
Note: Applicable to liquidation of
advance pay only. The
liquidation period for advance
BAQ/NHA/OHA islimited to
12 months.
member requests decrease for decresse may be authorized by unit
liquidation of advance OHA, Interim commanding officer.
Housng Allowance, and BAQ in
conjunction with Overseas Assgnment
member is separated during liquidation | ensure alump sum payment is effected.
schedule,
member did not use advance for its ensure alump sum payment is effected.
intended purpose,
Changes in the monthly ingtallment amount being deducted are made by the sarvicing
PERSRU.
6-B-8 Payment of Personnel




Section B
TYPES OF PAYMENT

Death Gratuity Payments

Introduction

References

Rules

Procedures

Degth gratuity is payable to eigible survivors of Coast Guard members who die

while on active duty. The maximum amount payable is $6,000.

CG Personnd Manua, Article 18-A-4, Death Gratuity

CG Pay Manual, Section 10-K, Degth Gratuity

- Sarviding ACOs may be authorized by Commandant (G-WPM-2) to make death
gratuity payments to surviving spouses of members who died on active or inactive
duty.

- Desth gratuity payments other than to spouses will only be made by HRSIC
(SES).

- Desth gratuity payments are not recorded in PMISJUMPS,

This procedure describes the steps for payment of death gratuities to spouses:

Step

Who doesit

Action taken

1

Spouse

- Completes DD Form 397 and includes their SSN in block 5.
- Submits DD Form 397 to the servicing ACO.

ACO

Certifies payment on the DD-397 and distributes as follows:

- Origind - retained by ACO as supporting documentation.

- One copy - given to the spouse.

- One copy - mailed to COMDT (G-WPM-2).

- One copy - mailed to HRSIC (SES) with latest copy of the CG-4113.

HRSIC
(SE9)

- Sends payment via EFT if needed.
- Issues 1099R to spouse (at the end of the tax year).

Note: If payment viaEFT isdesired, indicate whether or not payment will be
sent to the member’ s account as listed in PMIS/IJUMPS or to another
account designated by the spouse. If not using the same account as
liged in PMISJUMPS include one of the following, signed by the
SPOUSE:

- CG HRSIC-2015 (Pay Delivery Worksheet)
- FMS Form 2231 (FASTART)
- SF-1199 (Direct Deposit Application)

Payment of Personnel
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Section B
TYPES OF PAYMENT

Retired Pay Projection Request

Introduction

Completing the
CG HRSIC-1900

The CG HRSIC-1900 form may be used to obtain an estimated projection of your
future retired pay. Itisafinancid planning service offered by HRSIC (RAS) to
members with over 15 years service who are consdering retirement.

The member should complete the CG HRSIC-1900 in origina only. Instructions for
completion of the form are on the reverse sde of the form. The bottom of the form
iIsfor HRSIC (RAS) use. A blank CG HRSIC-1900 can be found in Enclosure (1)
of thismanud.

Mail the completed form to:

COMMANDING OFFICER (RAYS)
USCG HUMAN RESOURCES
SERVICE & INFORMATION CENTER
444 SE QUINCY STREET

TOPEKA KS 66683-3591

6-B-10
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Section C
METHODS OF PAYMENT

Section Overview

Introduction This section explains the different payment methods, and gives policies, procedures
and processes to guide the unit in support of personnd.

In this section
Topic See Page
Payment of Members on Deployed Cutters 6-C-2
Deployed Unit Money List Message (DUMLM) 6-C-3
Payment of Mobile Unit Personnel 6-C-6
Payment to Members of Other Services 6-C-9
Payment of Recruits 6-C-10
Payment for Emergency Evacuation 6-C-11
Reguesting an Accelerated SRB Payment 6-C-12

Payment of Personnel CH-3 6-C-1



Section C
METHODS OF PAYMENT

Payment of Members on Deployed Cutters

Introduction

Memberson
direct deposit

Member s not
on direct
deposit

When a cutter is deployed and cannot receive regular mail deliveries, there may be
difficulties with delivery of amember’s pay and LES. However, there are
dternatives to the normd pay ddivery sysem; such as cash payments, advance pay
and alowances, and notifications sent by message.

Members on direct deposit will continue to have their net pay deposdited into their
designated account, and will be notified of the amount deposited by a Net Pay
Advice Message sent by HRSIC (MAS).

Members not on direct deposit will receive their net pay based on thistable.

If cutter isdeployed for...

Then payment will be made by...

3 or less paydays,

check (sent to regular mailing address).

Note: These members may request Advance Pay
and Allowances by submitting an Advances
Worksheet, CG HRSIC-2010 (from
Enclosure (1) to this manud) to the
sarvicing PERSRU. The request must be
gpproved by the member’s commanding
officer

4 or more paydays,

member will be paid, in cash, based on Deployed
Unit Money List message (DUMLM) issued by
HRSIC (MAS).

6-C-2

CH-3
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Section C
METHODS OF PAYMENT

Deployed Unit Money List Message (DUMLM)

I ntroduction When a cutter is deployed and cannot recelve regular mail ddiveries, members not
on direct depost will not receive their paychecks. Therefore, these members will
be paid in cash from their unit cashier fund. These cash payments must be
authorized by HRSIC (MAS) on a Deployed Unit Money List Message
(DUMLM).

Description The DUMLM isamessageissued by HRSIC (MAS) to pay members not on
direct depogt. It contains the member’s socid security number, last name, and
amount due. Thereisaso ablank space provided for the member to record the
amount paid and a pace for the member to Sign upon receipt of payment.

Requesting a To request aDUMLM, a cutter must meet the following criteria:

DUMLM . be 270" or larger.

- have a Certifying Officer/Agent Cashier.
- be scheduled to deploy away from home port for 4 or more paydays.

DUMLM Thisis how the DUMLM process works:

process

Stage Who doesit | What happens

1 Cutter NotifiesHRSIC (MAS) 30 days before deployment.

2 HRSIC Issues DUMLM approximately 3 days before each payday while
(MAYS) cutter is deployed.

3 Cetifying Makes cash payment on scheduled payday to each member listed on
Officer/Agent | the DUMLM.
Cashier

4 Cutter Notifies HRSIC (MAS) by message of any changesto DUMLM.

5 Catifying Reconcilesthe DUMLM and reports resultsto HRSIC (MAS).
Officer/Agent
Cashier

Continued on next page
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Section C
METHODS OF PAYMENT

Deployed Unit Money List Message (DUMLM), Continued

Unit This checkligt has been provided asajob ad to asss the unit in completing all
administrative  necessary tasks required for requesting and processing a DUMLM. Thisjob aid is
procedures designed to be reproduced locally.

Step | Action Date
1 Forward request to HRSIC (MAYS) at least 30 days before
deployment. Request must contain:

- departure date of deployment.

- scheduled date of return.
2 Notify HRSIC (MAS) by message 1 day after sailing of:

- any unit member not on direct deposit who did not sal with
the cutter.

- any new members not on direct deposit who recently joined
the cutter.

3 Notify HRSIC (MAS) by message if the DUMLM is not

received, or if the total of payments does not equa the sum of

the individud payments.

4 Notify HRSIC (MAS) by messageif a deployment is

extended beyond the originaly scheduled completion date.

- Thismessage must be received by HRSIC (MAS) not later
than 15 days prior to the origina completion date or the
cutter will automatically be removed from deployed pay
gatus.

- A new message must be sent each time the deployment
termination date is extended.

Continued on next page

6-C-4 CH-3 Payment of Personnel



Section C
METHODS OF PAYMENT

Deployed Unit Money List Message (DUMLM), Continued

Unit agent This checklist has been provided as ajob ad to assist the unit agent cashier in
cashier completing all necessary tasks required for processng aDUMLM. Thisjob aid is
procedures designed to be reproduced locally.
Step | Action Date
1 Hold payday as scheduled and ensure that each member
being paid sgnsthe DUMLM.
2 Make payments based on ded etions/additions to the DUMLM
authorized by HRSIC (MAS) for personnd who leave the
cutter or who recently joined the cutter and are not included
on the DUMLM.
3 Sign and date the DUMLM éfter dl payments have been
made.
4 Send amessage to HRSIC (MAS) certifying thet dl pay due
to personnel who left deployment early was paid.
5 Baance the DUMLM with funds disbursed at least monthly.
6 - Mall aletter to HRSIC (MAY) recapping the DUMLM
within 5 days of completing deployment
- Attach copies of the balanced DUMLM
- List any exceptions by name, SSN, and amount of
difference
Payment of Personnel CH-3 6-C-5



Section C
METHODS OF PAYMENT

Payment of Mobile Unit Personnel

Introduction Thiswill assg you in providing timely reporting of a member’s entitlement, or loss
of entitlement, to Career Sea Pay (CSEAPAY), Career Sea Pay Premium
(CSEAPAY PREM) and enlisted subsistence entitlements when attached to a
mohbile unit.
Reference CG Pay Manud, Section 4-B, Career Sea Pay.

JFTR, ParaU4105-B2, U4125-A3b(2), U4125-A3g, and U4540
What isa Per Section 4-B-4 of the U. S. Coast Guard Pay Manual, COMDTINST
Mobil Unit? M7220.29 (series), amobile unit is:

- Desgnated by the Commandant or his designee.

- ldentified by individud OPFAC number.

- A unit whose members are not permanently assigned to a specific career sea pay
eigible vessd, but who are expected to perform the unit’ s primary mission under
way aboard severd different career seapay digible vessdls.

Types of Mobile unitsinclude:
Mobile Unit
obrienits - Law Enforcement Detachments (LEDETS)

. Tacticd Law Enforcement Teams (TACLETYS)

- Law Enforcement Support Teams (LESUPS)

. Atlantic AreaHeet Training Groups (FTGs)

- Pacific Area Heet Training Groups (FTGS)

- U. S. Forces Caribbean

Continued on next page
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Section C
METHODS OF PAYMENT

Payment of Mobile Unit Personnel, Continued

Career SeaPay Members assgned to mobile units are entitled to continuous career sea pay (and
Entitlement career seapay premium, if otherwise digible) on the same basis as members
assigned to Coast Guard vessdls, subject to two conditions:

If the member isassigned Then the member is

to amobile unit billet to perform tasks | NOT entitled to continuous career sea pay.
which are adminidrative in nature, and

Note: The member is entitled to career sea only when
does not routingly deploy afl oat Py ony

actudly deployed. When the member is deployed, the
PERSRU musgt be naotified by the mogt efficient means
available. Include the following information when
notifying the PERSRU of the member’ s deployment:

- Rate/Rank, name, SSN

. Effective date/time of deployment.

- Edimated length of deployment.

To amobile unit and remainsashore | NOT entitled to continuous career sea pay
for over 30 days (not including The member’ s entitlement to continuous career seapay stops,
periods of leave). and will not restart until the member again gets underway.

Subsistence Members assgned to mobile units who receive BAS or SEPRATS at thelr
Allowancefor  permanent unit and go TAD to sea, will continue to receive BAYSEPRATS while
enlisted at sea. No transactions should be submitted to change the members’ subsistence
per sonnel entitlement while on TAD.

If the member consumes meals while at sea a the TAD dgite, the member must pay
the galey for meds provided. If the member does not pay the gdley hill, the gdley
will send a Pay Adjustment Authorization (PAA), DD Form 139, to HRSIC for
recoupment of the meal charges.

Per Diem while  Membersissued TAD ordersto a Government vessel are NOT entitled to per
under way diem.

Continued on next page
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Section C
METHODS OF PAYMENT

Payment of Mobile Unit Personnel, Continued

Certifying
entitlement

Monthly
Roster

Roster not
received by
PERSRU

Record
keeping

To accomplish payment of continuous CSEAPAY , each member’ s digibility must
be certified monthly by the appropriate personndl:

- Didrict (ole) effs.

- Group Commanders.

. CO of the PACAREA TACLET.

- Regiona TACLET Commanders.

- Senior CG liaison officer atached to Navy mobile units.

A certification rogter must be submitted within 3 working days after the first of each
month and signed by the CO or Chief of the Didrict Office (ole) saff, to the
saviang PERSRU with the following informetion:

. Rate/Rank.
. SSN.

- Each member must be annotated that they ether remain digible for CSEAPAY
or areindigiblefor CSEAPAY effective (date).

- A copy of each member’ s ride sheet must be attached.

If the monthly certification roster is not received by the fifth working day after the
firg of the month, the PERSRU will submit PMISJUMPS transactions to sop
CSEAPAY on dl members not certified.

The CO/dtaff chief Sgning the certification roster shall retain copies for 3 years and
have it available for audit. The servicing PERSRU will retain the CO’'s monthly
certification rogter for 3 years and shdl retain a copy of the mobile unit designation
and designation remova document(s) for 3 years after removal of the designation
for audit.

6-C-8
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Section C
METHODS OF PAYMENT

Payment to Members of Other Services

Introduction Coast Guard servicing ACOs may pay members of the Army, Navy, Air Force,
and Marine Corpsin atransent status when DOD military disbursing facilities are
not avallable. This can only happen if the member is between duty sationsin an
authorized leave or travel Satus.

Reference CG Pay Manud, Paragraph 13-A-1, Payments to Members of Other Uniformed
Services.

Documentation Members of other U.S. Armed Forces requesting specid payments from Coast
required Guard servicing ACOs must present the following documentation:

- Armed Forces Identification Card.
- A current Leave and Earnings Statement (LES).
- Transfer orders, temporary duty orders, or leave papers.

Payment of Personnel CH-3 6-C-9



Section C
METHODS OF PAYMENT

Payment of Recruits

I ntroduction Recruits are accessed in PMISJUMPS upon reporting to TRACEN Cape May,
and are required to be on Direct Deposit (pay option 4).

Method of This table describes the payment methods used to pay recruits at various stages of

payment recruit training.

Stage Description

During training | Depending upon PMIS input/cutoff dates, direct deposit payments will be made on
thefirst or second payday after arrival at Cape May. For recruits with dependents
who are not paid on the first payday after arrival due to missing cutoff, Cape May
shall solicit off-line payment by sending and e-mail request to HRSIC (MAYS).

At separation Discharged recruits will have their firgt direct deposit payment made by HRSIC
within 4 working days of natification of discharge.

At graduation | Within 2 working days after graduation, Cape May’s Payment Authorization
Officid (PAO) shdl ensure dl PMISIJUMPS transactions are submitted.

After graduation | PMIS/JUMPS will continue to generate payments on regularly scheduled paydays
for EFT to member’s direct deposit account.

Advances Recruits are entitled to advance pay during their firss PCS move. TRACEN Cape
May will coordinate their entitlements with HRSIC (MAYS) for incluson in ther last
direct deposit payment prior to graduation. If the normaly authorized amount of
advance ($500) is insufficient to cover anticipated PCS expenses, Cape May will
issue additiona advance pay in form of traveler’s checks.

6-C-10 CH-3 Payment of Personnel



Section C
METHODS OF PAYMENT

Payment for Emergency Evacuation

I ntroduction The Coast Guard is authorized to issue an advance of pay to Coast Guard and
other armed services members who are on duty outside the United States and
ordered to evacuate. The funds advanced are not additiond pays, allowances, or
gratuities and will be charged againgt the member’s pay account.

References CG Pay Manua, Sections 9-F and 13-B, Emergency Payments to Dependentsin
Event of Evacuation.

Rules The following rules gpply to emergency evacuation payments:

- Servicing ACOs are authorized to make evacuation payments to armed services
members or their dependents.

- Payments to non-Coast Guard dependents are made only when other military
disbursng facilities are not available.

- A tota of not more than 2 months advance basic pay, less forfeitures and MGIB
deductions, may be made.

Proceduresfor  The member, or adependent of the member, submits a written request containing

requesting the fallowing:
payment by CG . Member’'s name, ratelrank, social security number, and duty station.
members . Name, relationship, and date of birth of all dependents.

- Reguested amount of advance basic pay (not to exceed two months basic pay).

Proceduresfor ~ The member, or a dependent of the member must:

reguesting Step Action

payment by 1 Complete DD Form 1337

member s of 2 Ensure DD Form 1337 is authenticated by the member’s
other commeanding officer.

armed services 3 Submit to servicing ACO with proper identification.
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Section C

METHODS OF PAYMENT

Requesting an Accelerated SRB Payment

I ntroduction An accderated payment is defined as an early payment of the next SRB ingtdlment,
prior to the norma anniversary date, but in the same fisca year in which the
ingdalment payment is due.

Reference COMDTINST 7220.33 (series), Reenlistment Bonus Programs Administration.

Process Thisisthe process.

Stage Who doesit | What happens

1 Member Submits a letter requesting accelerated payment to
unit CO.

2 Unit CO Approves/disapproves request and forwards to
HRSIC (SES) if approved.

3 HRSIC Processes payment within 30 days of receipt.
Payment will be in the first regular payday after
documents process.
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Section D
PAYMENT OF INACTIVE DUTY RESERVISTS

Section Overview

I ntroduction This section explains the Inactive Duty Training (IDT) pays system, and gives
policies, procedures and processes to guide the unit in support of reserve

personnd.
In this section
Topic See Page

IDT Prerequisites 6-D-2

The IDT Process 6-D-3

Drill Orders 6-D-5

Unit Attendance Record (UAR) 6-D-10
Waiver of Penson/Disability Compensation or Retired Pay 6-D-17
Annuad Resarve Retirement Point Statement 6-D-19

6-D-1
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Section D
PAYMENT OF INACTIVE DUTY RESERVISTS

IDT Prerequisites

Introduction

Reference

Drills must be
scheduled

Pay Status

Appropriate
Duty

Before crediting areservigt with pay and/or pointsfor IDT drills certain conditions
must be met.

- Reserve Policy Manua, COMDTINST M1001.28 (series)
- Measuring the Contribution of Reserve Duty, COMDTINST 5310.3

Reservists must be scheduled to attend drills. Correspondence necessary to
document attendance at drills include endorsed inactive duty drill orders and copies
of Standard Travel Order for Military Personnel (CG-5131) for appropriate duty
drills, and documentation of actud atendance at the drill (e.g., Sgn-in sheets,
records of muster, endorsement on orders, €tc.).

Reservidsin anon-pay training/pay category (e.g. “H”) are not authorized payment
for IDT drills Single and multiple drills are normally scheduled IDT drills Only a
reservist assgned to adrilling unit and in apay satus, (e.g. A, B), are entitled to
receive pay and pointsfor IDT drills Reservigts assgned to adrilling unit in anon-
pay status receive pointsonly. Inputting adrill for pay will not override the
reservig’s pay status.

The Activity or ISC (fot) must authorize gppropriate duty (with or without pay).
The authority for issuing appropriate duty orders without pay may be delegated to
unit commanding officers. Appropriate duty with pay will override the training/pay
category of the reservist when assigned to a drilling unit (not the IRR-87400 or
ISL-87500), dlowing the reservist to receive pay.

6-D-2
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Section D

PAYMENT OF INACTIVE DUTY RESERVISTS

The IDT Process

Introduction Inactive duty reservigs are paid by the PMISJUMPS system. This section was
developed to help guide the field inthe IDT processes.

Reference - Reserve Policy Manua, COMDTINST M1001.28 (series), Chapter 2
- Mesasuring the Contribution of Reserve Duty, COMDTINST 5310.3
- Paperwork Management Manual, COMDTINST M5212.12

ThelDT Stages of the IDT process.

process

Stage

Who does it

at happens

1

Unit

Wh

Coordinate drill dates and location with
member(S).

Prepare and send drill orders to member(s) at
least 2 weeks prior to drill dates. .

PERSRU

Generate Unit Attendance Record from SDAII
if the PERSRU uses the UAR for documenting
drill attendance. Ensure pre-printed
identification datais completed IAW 3PM, 6-
D-10. Forward partialy completed UAR to
Unit viae-mail, fax or regular mail prior to next
scheduled drill

Resarvist

Perform drill(s) as scheduled

Ensure orders are endorsed by supervisor and
giveto unit ADMIN.

Keep a persona copy of endorsed orders for
your records.

Continued on next page
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Section D
PAYMENT OF INACTIVE DUTY RESERVISTS

The IDT Process, Continued

ThelDT
process (cont.)

Unit

Endorse member’s orders verifying that member
completed drill(s) as ordered.

Ensure that al amendmentsto orders are
completed prior to reporting drillsto the
PERSRU.

Report drill attendance to the PERSRU within
48 hours of drill completion viathe Unit
Attendance Record (UAR), or local form per
COMDTINST 5310.3. ThelDT Cetification
Sheet shown on page 6-D-16 may be used for
members who drill “asdirected” apart from the
entire reserve group.

Initid submisson of the UAR, IDT Certification
Shests or other form may be

E-mailed or faxed to the PERSRU to meet the
48 hour reporting requirement.

Fle copy of drill ordersin unit file for two years,
then destroy.

PERSRU

Verify proper completion of and Sgnature on
UAR, IDT Certification Sheet(s), or locd form.
Complete SDAII transactions for payment.
Take action on Error Feedback Report.
Maintain UAR, IDT Certification Shesets, or
other form in filesfor 3 years then destroy.

HRSIC

Ensure PMISJUMPS exceptions are
corrected.

6-D-4

CH-5

Payment of Personnel



Section D
PAYMENT OF INACTIVE DUTY RESERVISTS

Drill Orders

I ntroduction The inactive duty pay cycle starts with the inactive duty drill orders. This section
will discuss the rulesfor drill orders and provide the recommended format of group
and individud I1DT Dirill Orders.

Reference - Reserve Policy Manua, COMDTINST M1001.28 (series)
- Measuring the Contribution of Reserve Duty, COMDTINST 5310.3

Rules for Follow theserulesfor IDT drill orders;

Drill Ord . . )
riiorders Prepare and send drill orders to member(s) at least 2 weeks prior to drill dates.

Only those reservigts whose names are on inactive duty drill orders (with pay)
and are in agood pay status, or who have been issued appropriate duty orders
(with pay), are authorized to receive pay for periods of inactive duty.

If areservid’s nameis not on the inactive duty drill orders when they are
issued, and the resarvigt is later authorized by the commanding officer to
perform duty on the date or dates covered by the orders, awritten amendment
to the order must be prepared and signed.

The unit must ensure that amendmentsto drill orders are made prior to
submission of the UAR, IDT Certification, or local form to the PERSRU for
SDAII entry.

Verbal Orders A resarvist may be authorized to attend drills or perform appropriate duty verbaly
If written authorization cannot be prepared until after the duty has commenced.
However, written amendments to the inactive duty drill orders or gppropriate duty
orders must contain a statement Smilar to the following: “These orders congtitute
written confirmation of verbal orders issued by on ”

Continued on Next Page
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Section D
PAYMENT OF INACTIVE DUTY RESERVISTS

Drill Orders, Continued

Rules for When reporting drills, you cannot report:
reporting drills

- Two sngle drills on the same day. (However, you may report a multiple drill with
two separate program designator codes.)

- Two periods of appropriate duty.

- Appropriate duty and asingle drill on the same day.

- Appropriate duty and a multiple drill on the same day.

- Appropriate duty without the CG-5131.

- Two multiple drills on the same day.

- Drillswhilearesarvig ison ADT or whileina ADT trave status.

Sample IDT IDT Drill Ordersshdl beinwriting. Asaminimum drill orders must include:
Drill Orders - |dentification of the reservist by name.
Dates and beginning/ending times of each drill for the period of the orders.
L ocation where each drill is performed.
The following pages contain recommended sample orders.
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Section D
PAYMENT OF INACTIVE DUTY RESERVISTS

Example of IDT Drill Order Letter (To Unit)

Commanding Officer Unit Address

United States Coast Guard

Unit Name
Phone: ( )
FAX: ()
1321/1326
Date

From: Commeanding Officer, Unit
To:  “Unit Name’ Reservids

Subj:  MONTHLY INACTIVE DUTY FOR TRAINING (IDT) ORDERS

1 The following members are ordered to report as indicated below to perform IDT:

Member Name SSN Drill Dates Drill Times Drill L ocation

2. If emergency or unforeseen circumstances arise and you are unable to perform duty
on the time and dates directed, you must notify your supervisor prior to the start of duty.

Signature of CO or as authorized By direction

Encl: (1) Order Endorsements
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Section D
PAYMENT OF INACTIVE DUTY RESERVISTS

Supervisor Endorsement on IDT Orders

RESERVIST NAME RANK SSN

Note: Refer to page 6-D-12 and 6-D-16 for most commonly used codes. For acompletelist of “TY PE, CODE, and
MEAL CODES, see COMDTINST 5310 (series)

DATE DUTY TYPE PROGRAMCODES__~ /~ MEAL CODE
DATE DUTY TYPE PROGRAMCODES__~ / MEAL CODE
DATE DUTY TYPE PROGRAMCODES__ /~ MEAL CODE
DATE DUTY TYPE PROGRAM CODES / MEAL CODE

| certify that the above named reservist completed drills as specified.

Supervisor Signature

Supervisor Name, Rank, (printed)

MEMBER ENDORSEMENT

| certify that | have performed the drill(s) asindicated above.

Members Signature

Note: Ensure this Endorsement On Ordersis signed by your supervisor and given to your unit
ADMIN officefor UAR/IDT Cetification entries.
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Section D
PAYMENT OF INACTIVE DUTY RESERVISTS

Example of Amendment to IDT Drill Order Letter

Commanding Officer Unit Address
United States Coast Guard
Unit Name
Phone: ()
FAX: ()
1321/1326
Date

From: Commanding Officer, Unit
To: Reservist Name, SSN, USCG

Subj: AMENDMENT TO DRILL (IDT) ORDERS

Ref: () Inactive Duty for Training Drill Orders of

(date)
1. Your orders contained in reference (a) are hereby amended to read as indicated below.

Drill Dates Drill Times Drill L ocation

1 If you are unable to perform duty on the time and dates directed, you must notify your
supervisor no lessthan 24 hours prior to the start of duty.

Signature of CO or as authorized By direction

Encl: (1) Order Endorsements
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Section D
PAYMENT OF INACTIVE DUTY RESERVISTS

The Unit Attendance Record

Introduction

Documentation

The Unit Attendance Record (UAR) can be used to record information on
inactive duty training for pay and points accounting. For memberswho drill “as
directed”, without their usud group, an IDT Certification Sheet shown on page
6-D-16, may be used to report drill completion.

The UAR is prepared from the information contained on the inactive duty drill
orders, including amendments, appropriate duty orders, and the informal attendance
record.

Only those reservists who were ordered to perform drills or authorized to perform
gppropriate duty prior to commencement of the drill or appropriate duty may be
given credit for attendance.

All entries of drills or appropriate duty recorded on the UAR must be supported by
written inactive duty drill orders or written gppropriate duty orders.

Retroactive authorization to attend drills or perform appropriate duty is not
authorized.

The duty must be performed on the date specified in the orders.

The completed UAR, dong with the written orders authorizing the duty and the
attendance records supporting dl drill entries, shal be provided to the officid
authorized to certify the UAR's.

Guidelinesfor  When completing the UAR it isimportant to follow these guiddines so that the
entering reservigt will receive proper credit for IDT.
information on ) ] ]
the UAR - All entries must be typed or printed legibly.

- Do not use correction fluid, correction tape, or overwrite any mistakes or

incorrect informeation.

Draw aline through mistakes or incorrect information and initid. Then enter the

correct dataiin the next available space. If more space is needed, follow the

procedures for listing more than 4 drill entries.

Continued on Next Page
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Section D
PAYMENT OF INACTIVE DUTY RESERVISTS

The Unit Attendance Record, Continued

Procedurefor
listing more
than 4 drill
entries

Program
Codes

Pre-printed
identification
data

If you need to make more than 4 drill entriesfor areservig, type or print legibly the
identification data, items 1-6, for the reservist on ablank page at the end of the
UAR and continue with the drill informetion.

Two program codes must be assigned when reporting a multiple drill. These codes

may beidentica only when gppropriate.

- If adrill involved support of more than one program, assgn the highest
precedence program code per COMDTINST 5310.3 (series) as shown herein
descending order:

1. Contingency and Surge Operations
2. Operation Program Descriptions
3. Support Program Descriptions

The firgt Sx items on the UAR will be pre-printed by the PERSRU and forwarded
to the unit prior to each drill if the unit selects this method of reporting drills. These
itemsinclude SSN, Name, Rank/Rate, Training Rate, Category/Classfication, and
Anniversary Date.

Note: Recently assgned personne may not be listed and the unit will have to enter
thisinformation.

Continued on next page
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Section D
PAYMENT OF INACTIVE DUTY RESERVISTS

The Unit Attendance Record, Continued

How to Ingtructions for completing the UAR.
complete the
UAR

Item Enter

SSN Reservist’'s SSN.

Name Resavid' s lagt name, first and middle initid.

Rank/ Reservist’srank or rate using up to five characters (eg., LCDR,
Rate YN1).

TRt For E-3swho have NOT attended a Class“A” school or those
personnel who have been authorized to prepare for alaterd changein
rating, enter rate for which the member istraining.

Anniv. Resarvid’ sanniversary date in four digits, MMDD format (e.g.,

Date 1027).

Cat Cls | Reservidt’sreserve category, class and pay category as prescribed in
Section 10-B, RPM MANUAL.

Att Cd Duty Type - The type of drill, see listing below.

Type Type

Single Drill (w/pay) Unexcused absence-single P
Multiple Drill (w/pay) Unexcused absence -multi Q
Single Dirill (w/o pay) Excused Absence - Training T
Multiple Drill (w/o pay) Excused Absence - Other X
Appropriate duty(w/pay) Single Drill w/pay and a

Appropriate duty(w/o pay) Single Drill w/o pay F

Z>» om0

Date Date - The date of the drill in month/day format (e.g., 5/29).

Continued on next page
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Section D

PAYMENT OF INACTIVE DUTY RESERVISTS

The Unit Attendance Record, Continued

How to complete
the UAR, continued

Communications

Iltem |Enter
Prog | Program Designations. The appropriate program designation code, see listing below.
Desl/ Note: For acomplete definition of these codes, see Enclosure (1) to
Prog COMDTINST 5310.3 (series).
Des2
Operational Code Support Code Contingency and | Code
Surge Oper ations
Short Range ATON AN Acquisition-General AQ | Boating Safety BC
Boating Safety Activities | BA Public and International AB Defense DC
Affairs
Defense Operations DO Contingency Preparedness | AC | Law Enforcement LC
Ice Operations 10 Research & Development AD Environmental LC
Law Enforcement LE Engineering & Logistics AE | Aidsto Navigation NC
Environmental Protection | ME Financial Management, AF Port Safety and PC
Supply and Inventory Security
Merchant Vessel MI Structured Training-General | AT Search & Rescue C
Inspection and
Documentation
Marine Licensing, MP Civil Rights- Genera AH | Great Lakes- Summer | GL
Personnel & Causality Stock
Investigations
Radio Navigation NR Security, CMC, Pubs. Al Space Program SP
Support
Port Safety and Security PS Health Services AK | Olympic Games oC
Support (1996)
Search & Rescue SR Legal-Genera AL
Vessel Traffic Services VT Operational Intelligence AG
Personnel Support AP
Safety and Occupational AS
health
Command, Control and AW

Continued on next page
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Section D
PAYMENT OF INACTIVE DUTY RESERVISTS

The Unit Attendance Record, Continued

How to complete
the UAR, continued

Item

Enter

ML
CD

Used to authorize payment of Commuted Rations (COMRATYS) for enlisted reserve members
when medls were not available to the member, either from a government mess or through
commercia procurement. Use this table to determine which code to use:

If the member isauthorized COMRATSfor Then thecodeis

Breskfast Only

Lunch Only

Supper Only

Breakfast and Lunch

Lunch and Supper

Breskfast, Lunch and Supper

Zmm|o|O|m|>

No entitlement

Pd Drl

The adjusted totdl of paid drills, overwriting the pre-printed number.

Un Ex

The total unexcused absences for the member during the current anniversary year.

Signature Follow the rules for Signature of Responsible Officer, Authority to Sign, on page 1-

7 of thismanud.

Attachments Attach the following supporting documentation to the UAR

- Appropriate Duty orders
If travel allowances Then send
are authorized, acertified, endorsed copy of the CG-5131 with the
UAR. Note: Send origind to HRSIC (TVL) with
travel dam.
are not authorized, the origina of the CG-5131 with the UAR.

Maintain origind IDT Orders and a copy of Appropriate Duty Ordersin unit file until two years old then
destroy AW Paperwork Management Manual, COMDTINST M5212.12.

Continued on next page
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Section D
PAYMENT OF INACTIVE DUTY RESERVISTS

The Unit Attendance Record, Continued

Distribution

Correction to
entries after
forwarding to
PERSRU

IDT
Certification
Sheet

Didribute the UAR within 48 hours of drill completion, asfollows:

- Origind - PERSRU
- Copy - Group
- Copy - Unit

Note: Initid submission of the UAR and IDT Certification Sheets may be
E-mailed or faxed to the PERSRU to meet the 48-hour reporting requirement
followed by mailing the endorsed origind.

Immediately notify the PERSRU, if there is aneed to correct any entry on aUAR,
which has aready been sent to or processed by the PERSRU.

The Inactive Duty for Training (IDT) Certification Sheet shown on the following
page may be used to report/record Inactive Duty for Training when members drill
“asdirected”, without their usua group.

Continued on next page
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Section D
PAYMENT OF INACTIVE DUTY RESERVISTS

IDT Certification Sheet

IDT CERTIFICATION SHEET

Name (lagt, first, Ml): SSN (last four only) Rank/Rate:

Unit: Cat Class (i.e. RQA): | Total Paid Drills this FY (excluding
bel ow):

INSTRUCTIONS: Utilize this Inactive Duty for Training (IDT) Certification Sheet rather than the UAR, to report/record when a member drills “as
directed”, without their usual group. Once the Certifying Official signs this form immediately deliver it & a copy of the IDT Orders directly to the Servicing
PERSRU.

Attendance | Program | Program Meal PERSRU USE ONLY
Drill Date Code Code #1 | Code #2 Code Date R985 Processed
1.
2.
3.
4.
5.
6.
7.
Attendance Codes Operational Program Codes Support Program Codes Cont. & Surge Ops
Program Codes
S - Single Drill (w/pay) AN - Short Range ATON AQ - Acquisition — General BC - Boating Safety
M - Multiple Drill (w/pay) BA - Boating Safety Activities AB - Public & International Affairs DC - Defense
E — Single Drill (w/o pay) DO - Defense Operations AC - Contingency Preparedness LC - Law Enforcement
D - Multiple Drill (w/o pay) | 10 - Ice Operations AD - Research & Development LC - Environmental
A - RPM (Appropriate LE — Law Enforcement AE - Engineering & Logistics NC - Aids to Navigation
Duty) w/pay ME - Environment Protection AF - Financial Mgt, Supply & Inventory | PC - Port Safety & Security
N - RPM (Appropriate MI - Merchant Vessel Inspection & AT — Structured Training — General SC - Search & Rescue
Duty) wlo pay Documentation AH - Civil Rights — General GL - Great Lakes — Summer
P — Unexcused absence - MP — Marine Licensing, Personnel & Al — Security, CMC, Pubs Stock
Single Casualty Investigations AK - Health Services SP — Space Program Support
Q - Unexcused absence - | NR - Radio Navigation AL - Legal - General OC - Olympic Games Support
Multiple PS - Port Safety & Security AG - Operational Intelligence 1996
T - Excused Absence — SR - Search & Rescue AP — Personnel Support
Training VT - Vessel Traffic Services AS - Safety & Occupational Health
X - Excused Absence - AW — Command, Control & Comms
Other
F - Single Drill wipay & a
Single Drill w/o pay

CERTIFYING OFFICIAL SIGNATURE: | certify that this member performed training on the date(s) indicated above. | further certify in accordance with
37 U.S.C. 402(b) that this member received commuted rations while performing Inactive Duty for Training in at least eight hours on the above date(s) and
that the above meals were not available to the member either from a government mess or through commercial procurement.

Signature of Certifying Official (Include Name, Rank and Title): Date:
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PAYMENT OF INACTIVE DUTY RESERVISTS

Waiver of Pension/Disability Compensation or Retired Pay

Introduction

Refer ences

Form for
waiving VA
compensation

Compensation
adjustment

Resarvigs who, by virtue of prior military service, are recelving compensation such
as.

. apenson

- adisability compensation

- adisability dlowance

- retired pay

are not entitled to receive military pay and dlowances for periods of active duty,
active duty for training or inactive duty unless they elect awaiver of VA

compensation.

- CG Pay Manud, Paragraph 12-B-3
- 10U.S.C. 12316

The Notice of Waiver of VA Compensation or Pension to Recelve Military Pay
and Allowances (VA Form 21-8951) is used to elect awaiver of VA

compensation.

- The VA Form 21-8951 is a onetime waiver of VA compensation and, once
completed, remainsin effect aslong asthe reservist is assgned to the ready
reserve.

Compensation waived is on the bass of 1 day of compensation for every inactive
duty drill and/or for each day of active duty.

. Compensation will be adjusted after the end of each fiscd year.

Continued on next page
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PAYMENT OF INACTIVE DUTY RESERVISTS

Waiver of Pension/Disability Compensation or Retired Pay,
Continued

The waiver Thisis how the process for waiving pension/disability compensation or retired pay
process works.

Stage | Whodoesit What happens
1 Dept. of Veterans Affairs | MallsaVA Form 21-8951 to active
(VA) reserve members who, a the end of the

fiscd year are receiving VA compensation,
and do not have awaiver onfile

2 Member Completes VA Form 21-8951 and
forwardsto loca VA office
3 HRSIC - Veifiesthe number of drillsand active
duty periods the member performed
- Providestotasto VA
4 VA Adjusts member’s VA compensation
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PAYMENT OF INACTIVE DUTY RESERVISTS

Annual Reserve Retirement Point Statement

Discussion

Refer ences

Discrepancies
on the
CG-4175A

Annudly, each selected resarvig isissued an Annud Reserve Retirement Point
Statement (CG-4175A). These statements are produced and distributed by
HRSIC (SES) monthly. The monthly run produces a CG-4175A for sdlected
reservists whose anniversary month is three months past. For example, in February
1998, HRSIC (SES) issues CG-4175Asto al selected reservists whose
anniversary month isin November 1997.

Note: HRSIC (SES) will dso mail acopy of the CG-4175A to servicing
PERSRUSs at the same time acopy is sent to the selected reservist. PERSRUs shall
review and file the most current year CG-4175A in Section 2 of the PERSRU
PDR.

Reserve Policy Manual, COMDTINST M1001.28 (series), Section 8.C.10
Military Personnel Data Records (PDR) System, COMDTINST M1080.10D

Ingtructions on the CG-4175A advise the reservigt to verify the entries on the CG-
4175A. If an entry isincorrect, the reservigt isingructed to identify the
discrepancy, and:

| f Then
The discrepancy isin the reservist’s A report of discrepancy will be submitted
current or prior anniversary or if thereis | by the member and sent to hig’her
an unpaid drill or ADT period. servicing PERSRU.

Note: The following supporting

documentation should be sent with the

request:
- Endorsed ADT/IDT orders,

CGHQ-4973A,

CG-4175A,

correspondence course

completion letters,

Any other supporting

documentation

Continued on next page
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PAYMENT OF INACTIVE DUTY RESERVISTS

Annual Reserve Retirement Point Statement, Continued

Discrepancies  If an entry isincorrect on the CG-4175A, the resarvigt isingructed to identify the

on the discrepancy, and:
CG-4175A,
continued
i Then
The discrepancy isin an older A report of discrepancy will be submitted
anniversary year. by the member and sent to HRSIC
(SES).

Note: The following supporting

documentation should be sent with the

request:
- Endorsed ADT/IDT orders,

CGHQ-4973A,

CG-4175A,

correspondence course

completion letters,

Any other supporting

documentation

CG-4175A not  If the member does not receive the CG-4175A or the member is requesting a copy
received by the  of the CG-4175A, then the member should request a copy from hisher sarvicing
member PERSRU.

CG-4175A not  If acopy of the CG-4175A isnot available at the PERSRU, then the PERSRU
received by the  must request a copy from HRSIC (SES). The request can be by E-mail and must
PERSRU contain the following information on the member:

- Name
- SSN
- Current mailing address

Note: If member has moved since retiring or separating, please ensure the
member’s current addressis correct and in the records.
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